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DUTCHESS COUNTY BOARD of ELECTIONS 

112 Delafield Street Suite 200, Poughkeepsie, New York 12601 

845-486-2473/845-486-2483 fax 

www.dutchesselections.com  
 

Message From The Commissioners 

 

The Dutchess County Board of Elections would like to sincerely thank you for 

serving as an Election Inspector.  To ensure that your experience is as smooth as 

possible, please study the following material.  It has the procedures to make a 

successful election day. 

Please note that the material in this handbook is applicable only to working on a 

Primary or General Election Day.  There is a separate manual for working on Early 

Voting days. 

For assistance or questions, please call Jessica Ptasnick, Democratic Training 

Supervisor, at 845-486-2721 (jptasnick@dutchessny.gov) or John Tkazyik, 

Republican Training Supervisor, at 845-486-2474 (jtkazyik@dutchessny.gov). 

Again, on behalf of the Dutchess County Board of Elections, we thank you for your 

dedicated service.  If at any time you need assistance at your poll site, please call 

us at 845-486-2473. 

 

     
Erik J. Haight 
Commissioner (R) 

Hannah R. Black 
Commissioner (D) 

 

http://www.dutchesselections.com/
mailto:jptasnick@dutchessny.gov
mailto:jtkazyik@dutchessny.gov
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ARRIVAL AT THE POLL SITE 

Inspectors must arrive at the poll site at least one hour before the opening of the polls:  5:00 

AM for both the Primary and General Elections.  

If the poll site is locked when you arrive at 5:00, please wait 5 minutes then call the BOE at 486-

2473.  One Democrat and one Republican inspector must be present before any unpacking 

work is performed. 

HIGHLIGHTS OF ELECTION INSPECTOR ROLES  

¶ Machine Inspectors will open and close machines and monitor machine issues during 
the day.  Machine Inspectors may also need to fill in for Intake Inspectors during the 
day. 

¶ Assist voters by standing between the booths and the voting machines ς remember to 
allow for Voter Privacy by not being too close. Stay at least 5 feet from scanner. 

¶ Greet voters at entrance to voting area at poll site to direct voter to correct Election 
District. 

¶ If one of the two Machine Inspectors is late, an Intake Inspector from the other party 
must assist in opening the machine, which must be done in a bipartisan fashion. 

Note: Any Election Inspector may be asked to perform intake and machine tasks.  Inspectors 

should rotate throughout the day.  Inspectors may not refuse to help wherever needed. 

MACHINE INSPECTOR VOTING SESSION ROLES 

¶ During the voting day, one Machine Inspector should monitor voters. Always maintain 
ȅƻǳǊ ŘƛǎǘŀƴŎŜ ŦǊƻƳ ŀ ōŀƭƭƻǘ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ ǾƻǘŜǊΩǎ ǇǊƛǾŀŎȅΣ ōǳǘ ŎƭƻǎŜ ŜƴƻǳƎƘ ǘƻ ƘŜŀǊ ǘƘŜ 
beeping indicator on the machine. Never touch a ballot to help a voter. Follow 
directions in the ICE Machine Procedures and the Optical-Scan Procedures sections for 
information on casting the ballot, Over-votes, Double Votes, Blank Ballots, and 
Ambiguous Marks. An Inspector should never answer the request for CAST or RETURN, 
while the voter is present in the poll site. 

¶ All Intake as well as Machine Inspectors will rotate duties during the day. Use this 
book, along with the Intake Inspector Manual to help guide your work. At some point 
ŘǳǊƛƴƎ ǘƘŜ Řŀȅ ȅƻǳ Ƴŀȅ ōŜ ŀǎƪŜŘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ŀ ά±ƻǘŜǊ /ƘŀƭƭŜƴƎŜέΦ .ŜŎƻƳŜ ŦŀƳƛƭƛŀǊ 
with this by reading the Intake Inspector Manual.  

¶ In poll sites with multiple EDs, an inspector shall be stationed at the entrance with a 
street guide to help direct voters to the correct intake table. 

¶ If a voting machine is not working, refer to Emergency Ballot procedure. 

¶ Any seals used during the Election Day should be recorded on the Opening/Closing Log.  

¶ Abandoned Ballots: The abandoned ballot is an unattended ballot found anywhere 
other than in the possession of the voter.  It may be in the scanner, on the floor or in the 
privacy booth.  
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1. When an inspector discovers an unattended ballot, he or she should immediately 
bring it to the attention of an inspector from the other party. Such ballot shall be 
handled by a bipartisan team. Call the Board of Elections if you have any 
questions. 

2. If a voter leaves an abandoned ballot in or on a voting machine without casting 
their ballot, a bipartisan team of election inspectors shall cause the abandoned 
ballot to be cast, without examining the ballot.  

3. If a voter leaves their ballot in a privacy booth or any other place in the poll site 
and leaves the poll site without first casting the ballot in the voting machine, 
such abandoned ballot shall be placed in Abandoned Ballot Envelope. A 
description of where and when the abandoned ballot was found should be 
written on the envelope. A bipartisan team will verify and initial the envelope.    

WRITE-IN VOTES 
¢ƘŜ ōƻǘǘƻƳ Ǌƻǿ ƻŦ ǘƘŜ ōŀƭƭƻǘ Ŏƻƴǘŀƛƴǎ ŀ ōƻȄ ƳŀǊƪŜŘ άǿǊƛǘŜ ƛƴέ ŦƻǊ ŜŀŎƘ ŎƻƴǘŜǎǘ ƻƴ ǘƘŜ ballot.  A 

write-in vote is valid only if it is in the write-in box, and only if the name written in is not 

elsewhere on the ballot.  The voting machine records that a write-in vote has been cast, 

although it does not tally the write-in votes for individual candidates.  The ballot will be 

deposited into the Write-In section of the ballot box. 

 

When closing the Optical-Scan MachineΣ ǘƘŜ aŀŎƘƛƴŜ LƴǎǇŜŎǘƻǊǎΩ ǘŜŀƳ ǿƛƭƭΥ 

¶ Count the number of Write-Ins. 

¶ Record that number on Write-In Envelope. 

¶ Place Write-In ballots in Write-in Envelope. 

¶ Seal and initial Write-In envelope. 

¶ Place envelope in Blue Portable Ballot Case 
 

When closing the ICE MachineΣ ǘƘŜ aŀŎƘƛƴŜ LƴǎǇŜŎǘƻǊǎΩ ǘŜŀƳ ǿƛƭƭ NOT handle the 

Write-Ins. On this machine the Write-Ins fall into a locked compartment within the 

body of the machine. 

EMERGENCY BALLOT PROCEDURE 
If a voting machine malfunctions, DO NOT stop the voting process.  Immediately call the BOE to 

explain the problem.  A voting machine technician (VMT) will be dispatched to your poll site 

ASAP.  If there is a second or third voting machine at the poll site, direct voters to those 

machine(s).  If there is only one voting machine at the site, continue with the emergency voting 

process as follows: 

1. A Machine Inspector will use the Machine Key to open and secure the Emergency 
Compartment. 
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2. Tell voters before they sign the Poll Pad that they will not be scanning their ballots in the 
normal fashion but will be depositing them in the emergency ballot box on the voting 
machine.  A Machine Inspector should be stationed to guide voters to the ballot slot 
rather than the scanner (while still maintaining voter privacy). 

3. CƻǊ ƴŜǿƭȅ ŀǊǊƛǾƛƴƎ ǾƻǘŜǊǎΣ ǘƘŜ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ǇǊƻŎŜǎǎ ŘƻŜǎ ƴƻǘ ŎƘŀƴƎŜΦ  ! ǾƻǘŜǊΩǎ ƴŀƳŜ 
must be in the Poll Pad to receive a machine ballot.  

4. hƴ ǘƘŜ ±ƻǘŜǊ [ƻƎ ά9.έ ǎƘƻǳƭŘ ōŜ ǿǊƛǘǘŜƴ ƴŜȄǘ ǘƻ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜΦ 
5. The instructions for ballot completion will not change.  But when the voter is ready to 

cast the ballot, the voter should be instructed to slide the ballot into the Emergency 
Compartment on the voting machine.  As stated, an inspector should be standing near 
the voting machine to direct if needed.   

6. When the voting machine is functioning again, a bipartisan team of inspectors must scan 
the ballots in the emergency ballot box. 

a. If a baƭƭƻǘ Ŏŀƴƴƻǘ ōŜ ǎŎŀƴƴŜŘ ōŜŎŀǳǎŜ ƛǘ Ŏƻƴǘŀƛƴǎ ŀƴ ά!ƳōƛƎǳƻǳǎ aŀǊƪέΣ ǘǊȅ 
rescanning it from a different direction.  If the ballot cannot be scanned from any 
ƻǊƛŜƴǘŀǘƛƻƴΣ ǇƭŀŎŜ ƛǘ ƛƴ ǘƘŜ ƭŀǊƎŜ Ƴŀƴƛƭŀ ŜƴǾŜƭƻǇŜ ƭŀōŜƭŜŘ ά¦ƴǎŎŀƴƴŜŘ 9ƳŜǊƎŜƴŎȅ 
.ŀƭƭƻǘǎΦέ  ¢Ƙƛǎ ŜƴǾŜƭƻǇŜ must be labeled, sealed, and initialed before being 
placed in either the ballot box (ICE Machine) or the blue portable ballot case 
(Optical-Scan) at the end of the night. 

b. If an emergency ballot contains an overvote, double vote, or it is blank, press the 
ά/!{¢έ ōǳǘǘƻƴΦ 
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I. ICE MACHINE PROCEDURES 
 

One inspector from each party must be present to open the machines.  If your Machine 

Inspector counterpart is late, ask an Intake Inspector from the opposite party to help and 

observe. 

A. BEGINNING STEPS  
1. Ensure correct voting machine(s) are present at poll site. 
2. An Intake Inspector will bring you the Machine Inspector Envelope(s)τwhich must 

coincide with numbers on Voting Machineτfrom one of the Poll Bags. It will contain: 
Machine Keys, Opening/Closing Logs, an Unscanned Emergency Ballot Envelope, 
scissors, and Ballot Marking Pens. 

3. Cut the Ballot Box Door Seal and record on Open/Close Log. 
4. Unlock the Ballot Box Door using the Machine Key. 
5. Remove small Blue Security Bag from body of machine. Make certain there are no voted 

ballots inside. If there are any ballots, STOP and immediately call the BOE. 
6. Remove Ballot Packages from the machine. Give the Transmittal Form and Ballot 

Packages to the Intake Inspectors. Each Election District (ED) has its own set of specific 
Ballot Booklets. Carefully determine the correct ballots for each ED before 
distribution. 

7. Close and lock Ballot Box Door. Seal with blue harpoon seal and record on the middle 
column of the Open/Close log.  

 
8. Remove and record the two harpoon seals for the Scanner Cover. Unlock two locks and 

remove the cover from the machine. Set the cover aside for the duration of the day. 
9. Record remaining seals on the Open Log. Once seals have been recorded and verified 

against the Seals Report (formerly known as Pre-Lat), they can be thrown away.  
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10. Insert the plug of the ballot box power supply cord into the AC outlet. 

11. Remove the tape seal and lift the monitor into the upright position, which will 

automatically power on the machine. Unfold the privacy screens. 

 
12. After powering on, the system boots up, and it will prompt for the Security Key (or the 

Security Token or iButton) to be applied to the Security Key Pad.  
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13. When prompted, press the security key firmly to the receptacle. 

14. On the Authorization screen, enter the Username (1) and Password (2) specific for the 

election and press the OK (3) button. Both the username and password are case 

sensitive. 
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B. OPENING THE POLLS 

 

1. {ŜƭŜŎǘ hǇŜƴ tƻƭƭΦ ¢ƘŜ άtƻƭƭ aŀƴŀƎŜƳŜƴǘέ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎ ǿƛǘƘ one option: 

¶ Poll Status 

2. hƴ ǘƘŜ άtƻƭƭ aŀƴŀƎŜƳŜƴǘ - hǇŜƴ tƻƭƭέ ǎŎǊŜŜƴ ǇǊŜǎǎ ǘƘŜ hǇŜƴ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ άtƻƭƭ 

{ǘŀǘǳǎέ ƻǇǘƛƻƴΦ ¢ƘŜ ά/ƻƴŦƛǊƳŀǘƛƻƴ ǊŜǉǳƛǊŜŘέ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΦ tǊŜǎǎ ǘƘŜ hY ōǳǘǘƻƴΦ 
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3. The zero tape will begin printing and the printing in progress screen will appear. Do not 

press the Cancel button as it will stop the printing of the tape.  

4. hƴŎŜ ǘƘŜ ȊŜǊƻ ǘŀǇŜ ƛǎ ǇǊƛƴǘŜŘΣ ǘƘŜ άtǊƛƴǘƛƴƎ ŎƻƳǇƭŜǘŜŘέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΦ Press No as 

no additional copies of the tape are needed.  

5. ¢ƘŜ άtƻƭƭ ²ƻǊƪŜǊ aŜƴǳέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ ǘƘŜ Ǉƻƭƭ ƻǇŜƴ ŀƴŘ ǊŜŀŘȅ ŦƻǊ ƻǇŜǊŀǘƛƻƴ 

6. Record the Unit Serial Number and Protective Counter from zero tape on the Open Log. 

7. Both Machine Inspectors should sign the Zero Tape, then place it in the Blue Security 

Bag.  

8. Inspectors will sign the Open Log and the New York State Certification on the back of the 

Open/Close Log. 
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9. hƴ ǘƘŜ άtƻƭƭ ²ƻǊƪŜǊ aŜƴǳέ ǇǊŜǎǎ ǘƘŜ {ǘŀƴŘŀǊŘ ±ƻǘƛƴƎ ƻǇǘƛƻƴΦ ¢ƘŜ άtƻƭƭ aŀƴŀƎŜƳŜƴǘ - 

{ǘŀƴŘŀǊŘ ±ƻǘƛƴƎέ ǎŎreen appears. Do not change the default settings.   

10. /ƭƛŎƪ ƻƴ ǘƘŜ {ǘŀǊǘ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά{ǘŀƴŘŀǊŘ ±ƻǘƛƴƎ {ŜǎǎƛƻƴΦέ ¢ƘŜ ŎƻƴŦƛǊƳŀǘƛƻƴ ǎŎǊŜŜƴ ǿƛƭƭ 

appear. 

11. Press OK to continue.  

12. The ǎŎǊŜŜƴ ǎƘƻǳƭŘ ƴƻǿ ǎŀȅ ά{ȅǎǘŜƳ wŜŀŘȅΦέ Total votes should say Zero, if it says 

anything other than Zero call the Board of Elections. The unit is now ready to scan 

ballots. If any additional languages are available, they can be chosen at this time.  
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VOTING 

SCANNING BALLOTS 
1. Once a ballot is scanned, the screen displays Ballot Accepted and then Casting Ballot 

Please Wait messages. Once the ballot has been cast successfully, there will be audible 

sound, the System Ready screen appears, and the Ballot Counter will increase by (1).  

 

2. If a blank ballot, a double voted ballot, or an overvoted ballot is scanned, the tabulator 

will display instructions on how to proceed. The voter can choose to return the ballot by 

selecting the Return (1) button and have it remarked or can choose to cast the ballot by 

selecting the Cast (2) button. Voter can use touch screen or voting buttons to make 

their selection.  
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3. The following table describes other tabulator warning messages.  

 
Blank Ballot Warning The Tabulator does not detect any voter selections on the scanned ballot.  

Please ensure you used the correct marking pen 

Overvote Warning One or more contests have too many votes.  If you choose to cast the 
ballot as is, votes in overvoted contests will not be counted.  

Ambiguous Marks The tabulator detected marks on the ballot but the selections are unclear.  
The ballot will be returned automatically. Check to make sure ovals are 
filled in fully.  

Double Vote Warning You filled in more than one oval for a candidate in at least one contest. 
While your candidate preference is clear, it is not clear which party you 
prefer. If you do not change your ballot, your vote will count for the 
candidate, but only under the party you selected listed first on the ballot. 

 

ACCESSIBLE VOTING SESSION (AVS) 

*NEW TO THE ICE MACHINE ς AVS Voters will be using a preprinted ballot from the 
intake table instead of a blank sheet of paper.  

 
1. Plug the Audio Tactile Interface (A.T.I) into port (Seal D). 

2. The poll worker needs to initiate an accessible voting session for the voter. First press 

and hold the Security Token onto the receptacle on the right side of the unit. 
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3. The poll worker then selects the Accessible Voting option. 

 

4. Press Start όнύ ƴŜȄǘ ǘƻ ά!± {Ŝǎǎƛƻƴέ ǘƻ ƛƴƛǘƛŀǘŜ ǘƘŜ ŀŎŎŜǎǎƛōƭŜ ǾƻǘƛƴƎ session. 

                           

 
 

 

 

 

 

 

 

 

5. An authorization screen may or may not appear depending on the election settings. You 

may need to enter a ballot ID code. (Found on pre-printed ballot) 

6. On the confirmation screen, press OK to continue. 
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7. ¢ƘŜ ά!ŎŎŜǎǎƛōƭŜ ±ƻǘƛƴƎέ ǎŎǊŜŜƴ ƛǎ ŘƛǎǇƭŀȅŜŘΣ ǇǊƻƳǇǘƛƴƎ ǘƘŜ ǳǎŜǊ ǘƻ ƛƴǎŜǊǘ ŀ blank ballot. 

8. Insert the blank ballot to initiate an AV session. 

 

9. If in a bilingual poll site, select the correct language by making the correct selection on 
the ATI. 
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10. The voter has the option to also select the type of assistive device to be used in the 

voting session.  

11. Voter should follow instructions on the screen and make their candidate selections.  For 

more information see Appendix A.  

12. Once the voter completes their ballot, the screen will display a message indicating that 

ǘƘŜȅΩǾŜ ǊŜŀŎƘŜŘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ballotΦ hƴŎŜ ǘƘŜȅ ǇǊŜǎǎ ǘƘŜ ǊŜŘ ά·έ ōǳǘǘƻƴΣ ǘƘŜ ōŀƭƭƻǘ is 

marked and then scanned by the ICE Machine. 
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13. When finished with the AVS session, unplug the A.T.I. and reseal the AVS Door. 

NOTE: An Accessible Voting Session cannot commence if the ATI  

is not connected to the ICE Machine 

CANCELLING AN ACCESSIBLE VOTING SESSION (AVS) 
 

A voter may choose to cancel an AVS ballot. This is done during the session and before the 

ballot has been cast. 

1.  The administrator will press the security key firmly to the receptacle and hold until 

the cancellation screen appears. 

2.  The options are given to continue with the AVS ballot or proceed with cancelling the 

session. If cancelling, select OK. The ballot will then be ejected, and the screen 

message will prompt the administrator to remove the blank ballot. 

3.  !ŦǘŜǊ ǊŜƳƻǾŀƭΣ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ άtƻƭƭ ²ƻǊƪŜǊ aŜƴǳέ ŀƎŀƛƴΦ ¢ƘŜ 

administrator can then choose which function to continue with. 

C. CLOSING THE POLLS 

1. Before closing the polls, make sure all voters in the poll site have cast their ballot. Check 

the Emergency Compartment and scan any ballots found inside as a bipartisan team. If a 

ballot cannot be scanned for reason of an Over Vote, Double Vote, Blank ballot, press 

ǘƘŜ άcastέ ōǳǘǘƻƴΦ LŦ ŀ ōŀƭƭƻǘ Ŏŀƴƴƻǘ ōŜ ǎŎŀƴƴŜŘ ŦƻǊ ŀƴȅ ƻǘƘŜǊ ǊŜŀǎƻƴΣ ǇƭŀŎŜ ǘƘŜ ōŀƭƭƻǘ 

ƛƴǘƻ ǘƘŜ ƭŀǊƎŜ Ƴŀƴƛƭŀ ŜƴǾŜƭƻǇŜ ƭŀōŜƭŜŘ ά¦ƴǎŎŀƴƴŜŘ 9ƳŜǊƎŜƴŎȅ .ŀƭƭƻǘǎέ ŦƻǳƴŘ ƛƴ ǘƘŜ 

machine envelope. Count the Unscanned Emergency Ballots and record the number on 

the envelope. The envelope is to be placed in ballot box before it is locked at the end of 

the night. 

2. The poll worker will press the security key firmly to the receptacle and hold until the poll 

worker menu appears.  
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3. If you press the Close Poll ƻǇǘƛƻƴΣ ǘƘŜ άtƻƭƭ aŀƴŀƎŜƳŜƴǘ - /ƭƻǎŜ tƻƭƭέ ǎŎǊŜŜƴ ǿƛƭƭ appear.  

4. ¦ƴŘŜǊ ǘƘŜ άtƻƭƭ {ǘŀǘǳǎέ ƻǇǘƛƻƴ ǇǊŜǎǎ ǘƘŜ /ƭƻǎŜ button.  
5. The result tape is printed, ŀƴŘ ǘƘŜ ά/ƻƴŦƛǊƳŀǘƛƻƴέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎƪƛƴƎ ƛŦ ŀƴƻǘƘŜǊ 

copy of the result tape is required. The machine will automatically print 2 copies, press 
No to printing additional copies.  One is for the Poll Watchers and one is for your 
records.  Record the Protective Counter and the Total Cast on Close Log.  Both machine 
inspectors will sign tape and put it in the blue security bag.  

6. ¢ƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƛƻƴ aŜƴǳέ ǎŎǊŜŜƴ ƭƻƻƪǎ ŘƛŦŦŜǊŜƴǘ ǿƘŜƴ ǘƘŜ Ǉƻƭƭ ƛǎ ŎƭƻǎŜŘ as shown in 
the image below. 
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D. POWERING DOWN  
1. Press the power button icon in the top right corner of the screen. 

2. hƴ ǘƘŜ άtƻǿŜǊ 5ƻǿƴέ ǎŎǊŜŜƴ ǎŜƭŜŎǘ ǘƘŜ Shut Down button.  

3. The LCD will go blank and a single shut down beep will emanate from the machine 

indicating the tabulator is powered down. 

4. Once the LCD screen is blank, lower the privacy shields and raise the monitor stand. 
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5. Lower the monitor back to its storage position.  

6. Disconnect the ballot box power supply cord from the wall outlet or extension cord. 

7. Wrap and secure power supply cord.  

8. .ǊŜŀƪ ǎŜŎǳǊƛǘȅ ǎŜŀƭ ά!έ-Pollworker memory card door. 






































